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                                                      CLASS:   BUILDING MAINTENANCE WORKER

     NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	1. 

	Cleans and/or maintains locks, windows, doors, screens, window blinds, gutters, drains, shelving, light bulbs/tubes, cabinets, flooring and furniture in DGS managed buildings and facilities to prevent damage by utilizing basic hand/power-tools (such as, pressure washer, screwdriver, drills, saws, etc.), under the direction of immediate supervisor.

	2. 
	Repairs and/or replaces locks, windows, doors, screens, window blinds, gutters, drains, shelving, roofs, plaster and concrete, interior and exterior patching, walls, light bulbs/tubes, cabinets, floor coverings, and furniture in DGS managed buildings and facilities to maintain overall appearance of a building by utilizing basic hand/power-tools (such as screwdriver, hammers, drills, saws, tape measure, etc.), under the direction of immediate supervisor.

	3. 
	Installs door hardware, wall protection, ceiling components, flooring, fire extinguishers, hangs pictures and bulletin boards, modular furniture, cabinets, restroom accessories (paper towel, soap, seat covers, coat racks and shelves, etc.)  to maintain operation of critical systems in DGS managed buildings and facilities by utilizing hand and power tools and equipment under the direction of their immediate supervisor.  

	4. 
	Inspects conditions of door hardware, wall protection, roofing components, ceiling components, flooring, lighting components, walkways (interior and exterior), fire and life safety systems, modular furniture, cabinets, restroom fixtures (sinks, water closets, paper towel, soap, seat covers, coat racks and shelves, etc.) to maintain operation of critical systems in DGS managed buildings and facilities under the direction of their immediate supervisor.

	5. 
	Reports conditions of door hardware, wall protection, roofing components, ceiling components, flooring, lighting components, walkways (interior and exterior), fire and life safety systems, modular furniture, cabinets, restroom fixtures (sinks, water closets, paper towel, soap, seat covers, coat racks and shelves, etc.) to generate work orders to correct deficiencies and/or perform needed repairs to maintain operation of critical systems in DGS managed buildings and facilities under the direction of their immediate supervisor.

	6. 
	Assists (supports) engineers in performing preventative maintenance work to emergency generators, electric motors, Heating, Ventilation and Air Conditioning (HVAC) and other equipment utilizing basic hand and/or power tools, testing instruments, to ensure the proper operation of the equipment in DGS managed buildings and facilities according to manufactures specifications under the direction of Chief Engineer. 

	7. 
	Assists engineers in performing unscheduled maintenance to DGS managed buildings and facilities including but not limited to troubleshooting, maintaining, repairing and installing all building systems, power distribution systems, plumbing and sewer systems, domestic water pump stations and lines, cooling and heating system lines and equipment, fire sprinkler systems, doors and related components, electrical fixtures, ceiling components, roofs, plaster and concrete, interior and exterior patching to maintain operation of critical systems in DGS managed buildings and facilities utilizing basic hand and/or power tools, testing instruments, under the direction of the Chief Engineer.

	8. 
	Assists electricians and/or electronic technicians in troubleshooting, maintaining, repairing and installing, including but not limited to, power distribution systems, control systems, electrical fixtures and devices, to maintain operation of critical systems in DGS managed buildings and facilities utilizing basic hand/power tools and testing instrument under the direction of their immediate supervisor.  

	9. 
	Assists carpenters in troubleshooting, maintaining, repairing and installing, including but not limited to, cabinets, walls, furniture, framing and scaffolding, doors and hardware, etc., to maintain interior and exterior structure and finish in DGS managed buildings and facilities utilizing basic hand/power tools under the direction of their immediate supervisor.

	10. 
	Assist painters in the installing and/or repairing of drywall, tape and texture, prep and paint buildings and equipment to maintain an aesthetically appealing appearance and prevent corrosion in DGS managed buildings and facilities utilizing basic painting tools (e.g., paint brushes, sprayers, rollers, and maintain tools and equipment in good repair) under the direction of their immediate supervisor.

	11. 
	Assists Plumbers in troubleshooting, maintaining, repairing and installing plumbing and sewer systems, domestic water pump stations and lines, cooling and heating supply lines and equipment, fire sprinkler systems to maintain operation of critical systems in DGS managed buildings and facilities utilizing basic hand/ power tools and equipment (snake, fixture jack, pipe threader, augers, etc.) under the direction of their immediate supervisor.

	12. 
	Assists Maintenance Mechanic in troubleshooting, maintaining, repairing and installing various trades related tasks, such as but not limited to, all building systems, power distribution systems, plumbing and sewer systems, domestic water pump stations and lines, cooling and heating system lines and equipment, fire sprinkler systems, doors and related components, electrical fixtures, ceiling components, roofs, plaster and concrete, interior and exterior patching, control systems, electrical fixtures and devices, cabinets, walls, furniture, framing and scaffolding, doors and hardware, drywall, tape and texture, prepare and paint buildings and equipment to maintain an aesthetically appealing appearance and prevent corrosion utilizing basic painting tools (e.g., paint brushes, sprayers, rollers, and maintain tools and equipment in good repair) plumbing and sewer systems, domestic water pump stations and lines, hot and cold domestic water systems, fire sprinkler systems to maintain operation of critical systems in DGS managed buildings and facilities utilizing basic hand/power tools and testing instrument under the direction of their immediate supervisor.   

	13. 
	Responds to trouble calls for office and common areas, in DGS managed buildings and facilities to perform various tasks such as replacing lights, adjusting mechanical and/or electrical doors, fixing leaky sinks, clearing stuck flush valves, unplugging toilets and performing other simple and/or routine repairs, in DGS managed buildings and facilities for damage control as well as the comfort and convenience of the building occupants following the direction of a work order.    

	14. 
	Responds to emergency calls in order to mitigate emergency conditions and minimize damage by performing repair and cleanup in DGS managed buildings and facilities according to health and safety and BPM guidelines regarding emergency situations.

	15. 
	Orders and/or requisitions parts needed for repairs, inventory, supplies and materials used in performing daily maintenance by utilizing standard departmental forms under the direction of their immediate supervisor.

	16. 
	Make recommendations on repairs and inventory supplies used in performing daily maintenance by utilizing standard departmental forms under the direction or their immediate supervisor.

	17. 
	Communicates work-related issues using e-mail, computer software, reports, departmental forms, telephone and cellular phones and fax machines to perform status of daily maintenance activities under the direction of immediate supervisor.

	18. 
	Files, updates and reviews Material Safety Data Sheets (MSDS) for materials used in daily activities in a log, book or binder, in compliance with CalOSHA and Federal OSHA rules and regulations as directed by departmental training and policies.  

	19. 
	Conduct daily maintenance and business related tasks (e.g., customer and tenant relations, co-workers, vendors, etc.) in a professional and tactful manner by utilizing effective interpersonal skills and personnel management techniques as required by departmental policies.  

	20. 
	Interpret federal, state, county and local safety laws, rules, regulations and policies required to perform all tasks in a safe manner to prevent injury as required by departmental training and policies. 

	21. 
	Apply federal, state, county and local safety laws, rules, regulations and policies in the performance of all tasks in a safe manner to prevent injury by utilizing appropriate safety and all personal protective clothing, tools and equipment as required by departmental training and policies. 

	22. 
	Attends training in the handling of hazardous materials (e.g., spill containment, lead, solvents and cleaners, paint, etc.) and use of environmental safeguards (e.g., protective clothing, equipment, respirators, safety glasses, etc.) to prevent on-the job accidents and/or injuries as required by departmental policies.

	23. 
	Handles hazardous materials (e.g., spill containment, lead, solvents and cleaners, paint, etc.) using environmental  safeguards (e.g., protective clothing, equipment, respirators, safety glasses, etc.) to prevent on-the job accidents and/or injuries on  as required by departmental policies.

	24. 
	Provides updates to the Department’s Injury Illness Prevention Plan (IIPP) plans and records by completing reports and coordinating with the designated Branch Coordinator as required by departmental policies.

	25. 
	Participates in and/or leads team in executing the plans for Emergency Response, Disaster Recovery and Business Resumption, and Hazardous Materials and Waste Manifest, to maintain operation of critical systems in DGS managed buildings and facilities according to department contingency policies.  

	26. 
	Organizes and maintains records, files and technical listings on equipment, tools or products using Microsoft Office, Maximo or hard copy in order to document recurring maintenance, special repairs, equipment, tools and supply prices for the BPM budget in accordance with DGS and DOF guidelines.


	27. 
	Requisitions supplies in order to maintain needed equipment, tools, and supplies on hand by completing request form and forwarding it to supervisor per BPM procedures.


	28. 
	Makes reports to completed work orders using Microsoft Office, Maximo or other computer software in order to report and track,  per BPM procedures.


	29. 
	Back up Building Maintenance Worker, as directed by BPM managers or supervisors, at any regional facility in order to assure continuous and efficient operations of all buildings systems and equipment.


	30. 
	Attends current BPM training classes to maintain ethical and safe work standards as directed by BPM mangers and supervisors. 


	31. 
	Assists supervisor using current computer software programs (Microsoft Office, Maximo) and communicating with building staff in person or via cellular telephone, 2-way radio, or other electronic devices in order to facilitate building maintenance needs and take appropriate action in accordance with BPM guidelines.
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